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Octlober 27, 19«3

ADUINISTRATIVS LLii0sATDUL 1L0d 23
T03 Section and Unit Heads and Secretaries

SUBJECT: Signing of Letters, ilemoranda and Messages
(in furtiher explaenation of Administrative Memoranda
No. 3 and No. 5, relating to tnese subjects.)

1. demo #3(F) says:; Viith agreed exceptions, and following general
Governmental practice, tne Director signs all correspondence and
messages being sent to agencies outside FCC. Similarly, he signs

> - all memoranda to the Cnairmasn or members of tne Commission.

Will cach of you sond to me tals week your definition of types
of lotters or messages already autaorized as sxceptions by
practice or agreement witn the Director?

Tnis gensral arrangemsnt, providing for centralized information
with regard to outsidc contacts, docs not mean that the Director
writes all tne letters he signs. Normally, the FBIS officer
carrying ou tnev business writcs tne lotter for tue Director's
signature. '

2. 1In tas case of correspondencce signed under vxception to 1 {above),
& carbon saould be suint to tac Dirsctor marked “for your information
and filc.” Exceptions to tals arrangoment mey be made Dy agrse-
mont in writing with the Direcctor's officce. : '

o - %+ Any FBIS correspondcnce to tho Prosidunt, Cabinct or agency head,
- or momber of Congress, is signed by Chairmen Fly. When the
communication is to a forcign government it is sent through the
. Stats Department. In this casa, also, the Dirsctor of FBIS
prepares (or a staff membor preparcs for his initialling and
approvel) & lettor for the signeturc of Chairman Fly.

4. Communicetions within FBIS or FCC will normally be signed by the
officiel prepsring the lutter or memorandums. The scerostary of an
FBIS officer snould not hersclf sign such lotters or memorands
but saould sign: tiiv nzmo of acr cihiof undor his wutnorization, or
notc "Dictatod but not ruad,” ute.

/ O+ Communicutions to tue ficld oificus denling with normal cditorial
' tnd service oporations are hiundled as dofined above in paragraph 4.
Any communication doaling with wdministrative #olicy, proccdure,
proposual, or dccision, nowevor, snall bu signoed by thu Dircctor.
Normally, coblus or tuluotypl messages will carry double signatures
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when tney dual with mattors within the province of onc of the chiuf
officerss 1ece, Loigh~Hullinger, Leigh=-Sncpherd; Leigh-Grandin,
Leigh-Watson. This is done in responsc to tho roquest of ficld
office chiofs for such official scuthorization. Normally, all ad-
ministrative communications will be addressed to the chicf of the
field office. Excoptions to this may be made, ©s in the case of
anulysts at field offices, who are addressed directly.
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